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‘nief, vensgewent taff 1 emuary 153

Cnief, Fecords Manageman

veexly Yeport - Week Znding 19 Jamary 1950

1. *_:“v:: .

{1) One reguisition Yor 2 Sede File Cabiuets wes cen-
celled by transferring equipment from en office in
the same organisetion whilch was relessing eqguipsent.

{2) Klevon new snd revieed forms weres conpleted.

{3} Arranged for the tramsfer of 25~ 5 drewe: nov-safe
cshinete, dhicih were being declared surpius by ome
office, to the Tital ‘ateriels Vanit.

{5} mannummw@&gﬁsmmm
SRS gl [opigtices. FReferred

FOIAb3b by possibie use of this
{&;mmmm&anﬁm ft. of izactive
records and voyed 50 cu. ft. In sddition, 130 eu. £t.
25X1A13a

v. Istesgible

{1} Arranged for the procurement of the Tilx, “Better Typing,
- amd its showing to the Clerieal Trainin: Stedf, Olfh.

(2] vmpned the Feeords Masagemcat dlsplsy ci the Support
Services Zxnlibis.

2. ggsigoment - Active
&. Audit of Fectrds Copbrol lehedules.

{1} Office of Pexysopmel. 4 portion of the schedule hes been
approved. The extire sohedule will now be ssseshled and
faken to Ulrector of Persommel for spmroval.
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{3} U2, An modit of this schedule io progressing.
inwtaiiation of Filing Systems.

) e eovouie aren are being Setablished
{2} 0ffice of Personnel.

Forns Managesest Survey, Frinting Services vivigion.
shalf Pile Installstions, wedical Siaff.

weview of Reguisitions Tor Filing squigmest. See lafl}e
axdit of Subjeet File lmstallstions.

Aeview of installstionsmade in CCR/BR in process.

snmente - Inactive

| ipace leyout sbd Squipment Survey.

oftice of Ceearity, Shalf File.

Fils Index Oreghics Zegister, Speciel Cerd file.
furvey of Perscunal-Type 7itsl fecords.

Shelf File Imstallation, dap Librery/URE.
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fﬂwmwmaﬁﬂaﬂmtmmf%mmv
meeting.
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